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weekend or holiday, the Form FNS–388 
data shall be reported by telephone or 
transmitted by computer and mailed 
on the first work day after the 19th. 
The Form FNS–388 report shall be 
signed by the person responsible for 
completing the report or a designated 
State agency official. 

(ii) The Form FNS–388 report shall 
provide Statewide estimated or actual 
totals of issuance and participation for 
the current and previous month, and 
actual or final participation totals for 
the second preceding month. In addi-
tion to the participation totals for the 
second preceding months of January 
and July, provided on the March and 
September reports, non-assistance (NA) 
and public assistance (PA) household 
and person participation breakdowns 
shall be provided. As an attachment to 
the March and September Form FNS– 
388 reports, State agencies shall pro-
vide project area breakdowns of benefit 
issuance and NA/PA household and per-
son participation data for the second 
preceding months of January and July. 

(iii) State agencies shall submit any 
proposed changes in their estimation 
procedures to be used in determining 
the Form FNS–388 data to the FNS re-
gional office for review and comment. 
FNS shall monitor the accuracy of the 
Statewide estimated dollar value of 
benefits issued and the number of 
households and persons participating 
as reported on the Form FNS–388 re-
port against the Statewide actual total 
participation as reported on succeeding 
Form FNS–388 reports and against the 
semiannual project area participation 
totals attached to the March and Sep-
tember Form FNS–388 reports. The 
FNS accuracy standards for the 
issuance and participation estimates 
are that estimates for the current 
month be within (+) or (¥) four (4) per-
cent of actual levels, and the estimates 
for the previous month be within (+) or 
(¥) two (2) percent of actual levels. 
State agencies shall explain any un-
usual circumstances that cause benefit 
issuance and/or participation data to 
not meet these accuracy standards. If a 
State agency fails to meet these accu-
racy standards, FNS shall notify the 
State agency and assist the State agen-
cy in revising its estimating proce-
dures to improve its reporting. 

(iv) A participating household is one 
that is certified and has been, or will 
be, issued benefits (whether or not the 
benefits are used), and households that 
have met the eligibility requirements, 
but will receive zero benefits. 

§ 274.5 Record retention and forms se-
curity. 

(a) Availability of records. (1) The 
State agency shall maintain issuance, 
inventory, reconciliation, and other ac-
countability records for a period of 
three years as specified in § 272.1(f) of 
this chapter. This period may be ex-
tended at the written request of FNS. 

(2) In lieu of the records themselves, 
easily retrievable microfilm, micro-
fiche, or computer tapes which contain 
the required information may be main-
tained. 

(b) Control of issuance documents. The 
State agency shall control all issuance 
documents which establish household 
eligibility while the documents are 
transferred and processed within the 
State agency. The State agency shall 
use numbers, batching, inventory con-
trol logs, or similar controls from the 
point of initial receipt through the 
issuance and reconciliation process. 

(c) Accountable documents. (1) EBT 
cards shall be considered accountable 
documents. The State agency shall pro-
vide the following minimum security 
and control procedures for these docu-
ments: 

(i) Secure storage; 
(ii) Access limited to authorized per-

sonnel; 
(iii) Bulk inventory control records; 
(iv) Subsequent control records main-

tained through the point of issuance or 
use; and 

(v) Periodic review and validation of 
inventory controls and records by par-
ties not otherwise involved in main-
taining control records. 

(2) For notices of change which ini-
tiate, update or terminate the master 
issuance file, the State agency shall, at 
a minimum, provide secure storage and 
shall limit access to authorized per-
sonnel. 
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